
                                              
 

How do I print a Purchase 
Order? 

When it becomes necessary to print an additional copy of the original purchase order. 

 

 

 1. When a buyer is required to print a copy of the purchase order. Printing a Copy of a 
Purchase Order 

  
   
   

 
 

Printing a Copy of an 
Original Purchase Order 

 

2. When the buyer is required to print a copy of the original purchase
with a signature line. 
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Step 1:  Printing a Purchase Order 
 

To print a Copy, Duplicate, & unauthorized purchase orders you will generate them from the Purchase Order Print 
process on the Reports menu. 
 
The Run Control ID stores the parameters for a process or report, so the next time it is run the criteria does not 
have to re-enter. The Run Control ID functions as a label for the chosen process parameters. 
 

Go 
Administer Procurement 
Manage Purchase Orders 
Report 
Purchase Order Print 
Update/Display 

 
The Purchase Order Print dialog box displays. 
 
Click Search.  
 
Select the predefined Run Control for dispatching purchase orders. 
 
Click OK. 
 
The Purchase Order Print panel displays 
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Clicking on “Print Duplicate” will result on the header will show “Duplicate”, and the signature line will be 
Unauthorized. 
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Step 2: Print an additional original Purchase Order 

 
When the buyer is required to print an additional original purchase they will need to simply “Re-Dispatch” the 
purchase order. 
 

Go 
Administer Procurement 
Manage Purchase Orders 
Process 
Dispatch Purchase Order 
Update/Display 

 
 
The Update/Display panel will be displayed. 
 

 
 
 
Select the predefined Run Control for dispatching purchase orders and click on OK. 
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Report Request Parameters 
Business Unit Defaulted to LBNL 
PO ID The purchase order that will be printed 
From Date The beginning date of the selection 
Thru Date The ending date of the selection 
Vendor ID  To print only PO’s for a specific vendor 
Buyer To print only PO’s for a specific buyer 

 
 
 
 
 
 
 
 

Options 
Test Dispatch If you want to verify that dispatch is working 

without dispatching 
Print Copy To print a copy for this purchase order 
Copies The number of copies that need to be printed 
Sort by Sorting sequence of the purchase order by Line 

Number or Ship To. 

 
 
 
 
 
 
 
 
 

Change Orders 
Change and Unchanged 
Orders 

You should select this value to select both 
changed and unchanged purchase orders 

Print Changes Only Only the changes on an order will print onto the 
purchase order. 

 
 
 
 
 
 
 

Once you’ve completed this Run Control, click on the run  button. 
 
 



                                              
 

How do I print a Purchase 
Order? 

 
The process scheduler request panel will be displayed. 
 

 
 
 
Your run location will be Client, the Output Destination will be File. If you are unsure of which type of purchase 
order to be printed select both processes and click OK. 
 
Both SQR’s will open for process and the SQR viewer will open with the purchase order you selected to be 
printed.
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